State of California DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Technician (T) - PI 0160-1139-900 50005226 1
APPOINTEE SAP PERSONNEL NUMBER | DIVISION/SECTION
Vacant California Bay-Delta Authority
COLLECTIVE BARGAINING IDENTIFIER
|:| Management Related BU: |:| Supervisory Related BU: |:| Confidential Related BU: E Rank and File BU:
04
RESPONSIBILITIES EXERCISED |:| Supervisory |:| or Lead Person
IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION EMPLOYEE PROVIDED COPY ON (Date)
Terry Smith Business Service Officer Il (Supv)
APPROVED BY (Personnel Analyst's initials) DATE
TLS 5/8/03
Pe%renrét of Activity

POSITION SUMMARY

Under general direction the Office Technician (Permanent Intermittent) will develop a new filing system,
prepare correspondence and other documents, and assist with revisions to the Authority's
Correspondence Procedures Manual. The incumbent exercises initiative, independence, and originality in
performing assigned duties. Must possess the ability to prioritize tasks to meet work commitments.

This level is not supervised closely, and the incumbent is expected to operate with a reasonable degree of
independence at the advanced journey level.

ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others and maintain consistent and
regular attendance. The specific essential functions are:

50% Develops a new filing system for the Authority's Central Records and the Reference Library. Assists the
Business Services Officer Il with research and selection of an electronic records management database,
and selection of an imaging company to scan file documents. Enters data and runs reports. Assists staff
with researching documents in Central Records and the Administrative Record for the CALFED
Programmatic EIR/EIS. Assists the Administrative Assistant with responses to FOIA requests. Purges
files. The incumbent will become knowledgeable of CALFED and Authority documents and be able to
recognize those with historical significance, or deal with sensitive issues that may be needed in the future.

30% Uses a PC to type and format correspondence, prepare tables and charts, and type administrative
procedures from written or verbal instructions. Reviews outgoing correspondence prepared by staff for
grammar and for consistency with procedures and policies.

10% Assists with revisions to the Authority's Correspondence Procedures Manual. Receives written and verbal
comments from various levels of office support staff, reviewing existing correspondence procedures,
schedules period review meetings with the Administrative Assistant, and drafts proposed changes to the
Correspondence Procedures Manual.

10% Deals tactfully and communicates effectively with incoming callers, directs calls and messages to
appropriate staff; follows general guidelines and uses independent judgment in answering telephone
inquiries, and gathering or disseminating information to the public and other governmental entities.

SPECIAL REQUIREMENTS
Meet and deal tactfully with the public; apply specific laws, rules, and office policies and procedures;
communicate effectively both orally and in writing. Work well with others in a team environment.
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	t24: POSITION SUMMARY
Under general direction the Office Technician (Permanent Intermittent) will develop a new filing system, prepare correspondence and other documents, and assist with revisions to the Authority's Correspondence Procedures Manual.  The incumbent exercises initiative, independence, and originality in performing assigned duties.  Must possess the ability to prioritize tasks to meet work commitments.

This level is not supervised closely, and the incumbent is expected to operate with a reasonable degree of independence at the advanced journey level.

ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others and maintain consistent and regular attendance.  The specific essential functions are:

Develops a new filing system for the Authority's Central Records and the Reference Library. Assists the Business Services Officer II with research and selection of an electronic records management database, and selection of an imaging company to scan file documents. Enters data and runs reports. Assists staff with researching documents in Central Records and the Administrative Record for the CALFED Programmatic EIR/EIS. Assists the Administrative Assistant with responses to FOIA requests. Purges files. The incumbent will become knowledgeable of CALFED and Authority documents and be able to recognize those with historical significance, or deal with sensitive issues that may be needed in the future.

Uses a PC to type and format correspondence, prepare tables and charts, and type administrative procedures from written or verbal instructions. Reviews outgoing correspondence prepared by staff for grammar and for consistency with procedures and policies.  

Assists with revisions to the Authority's Correspondence Procedures Manual. Receives written and verbal comments from various levels of office support staff, reviewing existing correspondence procedures, schedules period review meetings with the Administrative Assistant, and drafts proposed changes to the Correspondence Procedures Manual.

Deals tactfully and communicates effectively with incoming callers, directs calls and messages to appropriate staff; follows general guidelines and uses independent judgment in answering telephone inquiries, and gathering or disseminating information to the public and other governmental entities.

SPECIAL REQUIREMENTS 
Meet and deal tactfully with the public; apply specific laws, rules, and office policies and procedures; communicate effectively both orally and in writing.  Work well with others in a team environment.
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